
Part 1, Register with eDEP in 4 Steps to get a username and password. 

If you already have a username and password, please Click Here to go directly to Part 2.  
Instructions: 

Step 1 of 4, Account Information. Use 
the instructions below to complete the 
required fields (indicated by *). 

• Username: Type in a username of 
your choice that is at least 5 
characters long but has NO spaces.  

• Password: Type in a password of 
your choice that is at least 8 
characters long and contains both 
numbers & letters.  

• Confirm Password: Retype the 
password you chose.  

• Secret Question: Select a question 
that you can use for retrieving a lost 
password.  

• Answer to Secret Question: Type 
an answer to the question you 
selected.  

• Public Alias: Type a nickname of 
your choice that is DIFFERENT from 
your username.  

• First Name; Last Name: Type your 
first name; type your last name.  

• Address Line 1; City; State; Zip: 
Complete these fields with your 
business address.  

• EMail: Type your email address.  
• Main Phone: Type a number where 

DEP can reach you.  
• Terms and Conditions: Read the 

Terms and Conditions by clicking on 
the link.  

• I Agree; I Do Not Agree: Check the 
box that indicates whether or not you 
agree with eDEP's Terms and 
Conditions. If you indicate that you 
do not agree, you will not be able to 
file through eDEP Online Filing.  

• Click  
Submit sends your information to 
eDEP where it is checked.  

If there are any problems with your 
registration, you will be directed back 
to the registration page. Error 
messages in red will appear telling 
you what to correct.  

You will need to both correct the 
errors AND re-enter your password 
and confirm password information, 
then Click Submit again.  

When your information is correct, you 
will be sent to Step 2, User Type.   

 
 



 
Instructions: 

Step 2 of 4, User Type.  
 
Confirm that Individual is the User Type 
selected. 
 

 Individual  
 
Then scroll to the bottom of the page and  

Click  

 
 



 
Instructions: 

Step 3 of 4, Role. 
 
Select your role by clicking next to one of 
the following descriptions that best 
applies to you as an ERP filer:  
 

 I own/operate a photo-processing, dry- 
cleaning or printing business and have reported 
to DEP in prior years. 
 

I am a new owner/operator of a photo-
processing, dry-cleaning or printing business or 
am an owner/operator of an existing business 
which has not had to report to DEP in the past. 
 

I own/operate a photo-processing, dry-
cleaning or printing business and would like to 
fill out a Non-Applicability Statement. 
 
 
Then scroll to the bottom of the page and  
 

Click  

 



 
Instructions: 

Step 4 of 4, Instruction for Proof of 
Identity.  
 

Past Filers and Filers of Non-
Applicability: Read the instructions in 
Step 4. [example in Screen Shot 1]. 
 
First time filers: Read the instructions 
in Step 4 on getting a Customer Code. 
Print and follow the instructions in Step 
4 [example in Screen Shot 2] 

 
Then scroll to the bottom of the page and  
 

Click  
 
You are now registered with eDEP and 
should proceed to Page 5 of these 
Instructions to begin Part 2, Complete 
the Certification Form in 3 Steps.  
 
 

Screen Shot 1: Step 4 for Past Filers and Filers of Non-Applicability
 

 
 
Screen Shot 2: Step 4 for First-Time Filers 
 

 
 

 



Part 2, Complete the ERP Certification in 3 Steps. 
  
Before You Start the certification process, you MUST have 
 

1. A PC with Internet access - please note that you will not be able to certify on Mac OS;  
2. A login username and password (obtained in Part 1) 
3. Either Microsoft Internet Explorer Version 5.0 and higher or Netscape Navigator Version 7.0 and higher 
4. Free Adobe Acrobat Reader Version 5.0 and higher, EXCEPT Version 6.0. To obtain the free viewer, please see 

http://www.adobe.com/products/acrobat/alternate.html 
 
Best Practices for completing the form. 
 

1. Click the Save button at the top of each page of the form often to save your work. 
2. Click the Validate button at the top of the form ONLY when you have fully completed the form. 
 

 

Instructions: 

My Homepage.  
 
This screen is for your current and in 
process form submittals. As a first time 
user, you will have no submittals.  
 
To begin a new certification form, go to 
the right side link and  
 
Click start new  
 
 



 
Instructions: 

Online Forms.  
 
Click on the TOP drop down menu and 
SCROLL DOWN the alphabetical listing 
to select the form you want to complete.  
 
With the form selected,  
 

Click  . 
 
 

 

 

 

 
 

Instructions: 

Pre Form.  
 
Type in your DEP Customer Code. You 
can find this code listed as Facility ID # 
on the mailing label. For questions on 
your DEP Customer Code, contact Mike 
Hurley (617-292-5633).  
 
Type in your Tax Identification Number 
(TIN) (This is also your federal 
employer identification number). 

Click  

Note: the remaining examples follow a 
dry-cleaner through the certification 
process. The same screens and 
instructions also apply to printers and 
photo-processors. 

 

 



Instructions: 

Pre Form – eDEP returns facility 
information based on the DEP 
customer code and TIN provided. 

CHECK the box to confirm that the DEP 
Customer Code and TIN returned the 
correct facility. If the information is 
correct, the box must have a check 
mark in it before you proceed. 

Facility Information 

This information is correct. 
DUMMY FACILITY 1 OF 5 DC 
SOME ST 
MANCHESTER MA, 019440000 

Once the box is CHECKED, 

Click  

If the facility information is not correct, 
contact Mike Hurley (617-292-5633), 
ERP Data Manager, before continuing. 

 
Instructions: 

Current Submittal, Step 1 of 3 ERP 
Compliance Certification Form.  
 

Click  
 
 
Please wait a moment while the 
browser loads the form. 
 
. 
 
 

 
 
 



 
Instructions: 

Certification Form. The form is divided 
into Sections A-C.  Basic commands 
appear at the top of each page of the 
form. They are: 

 
Save to backup your work  
Remember to Save often. 
 
Save and Exit stores your work 
and exits the form. 
 
Validate checks all your work.  
Only Validate once you have 
completely filled out the form. 
 
Print will send the form to your 
printer. 
 
Clear erases information you’ve 
entered on the form. 
 
Cancel exits the form without 
saving your changes. 

 
 
To Complete the form move through 
the questions and type your responses 
in the fields provided. 
 
Once the form is complete, 
 

• click Go to Top or scroll up  
• click Save 
• click Validate 

 
eDEP will then validate your form. 
 
Validation Errors will display if 
there are errors on the form that 
you need to correct. See page 9.  
 
Step 2 for Acceptance 
(Signature) will display if your 
form validates with no errors to 
correct. See page 10.   

 
 
 
 
 
 
 
 
 



 
Instructions: 

Validation Errors: 
 
If validation returns errors in your form, 
go to the bottom of the Validation Errors 
page and  
 
Click Click to correct Error  
 

The form will open again (see 
screen shot 2, page 9) and the 
fields that have errors will be 
highlighted in red. 

 
Scroll through the form to find the errors 
highlighted in red and fix them. 
 
Once the errors are fixed, 
 

• click Go to Top or scroll up  
• click Save 
• click Validate 

 
Once the form validates with no 
errors, you move on to Step 2, 
Acceptance (Signature). 

 

 

Screen Shot 1 
 

 
Screen Shot 2 
 

 
 



 
Instructions: 

Current Submittal, Step 2 of 3 
Acceptance (Signature).  
[Screen Shot 1] 
 

Click  
 
 

Next Step then displays your 
signature page. 
 
 See Screen Shot 2 

 
 
 
Signature. 
[Screen Shot 2] 
 
Read and then check the box beside 

Signature 

Next type your name in the field. 

NAME   
ERP Filer

   

If you are satisfied with the 
certification,  

Click  

I Accept will take you to Step 3 of 
3, Submit.  
  

 

 

Screen Shot 1 
 

 
Screen Shot 2 
 

 
 



 
Instructions: 

Current Submittal, Step 3 of 3 Submit  
[Screen Shot 1] 
 

Click  
 

Submit will send your certification 
to eDEP and then display your 
summary and receipt.  See 
Screen Shot 2 below. 
 

Submittal Summary & Receipt  
[Screen Shot 2] 

Review your receipt. 

Confirm that your email address is 
correct. 

Then scroll to the bottom of this page and 

Click  

Print Receipt will open a new 
browser window with a printer 
friendly version of your receipt.  
From this window print directly 
from your browser using the Print 
command. 
 

Return to the Submittal Summary & 
Receipt window  

Click  

Congratulations! You have 
successfully filed your ERP 
Certification through eDEP Online 
Filing. Thank you. 
  

Screen Shot 1  
 

 
Screen Shot 2 
 

 
 

 


